Maintain Personal
Information on Customer
Care Center

Work Instruction

Purpose

Use this procedure to enter or update your personal information on the CCC (Customer Care Center)
portal. This information includes contact number, e-mail ID, notifications, reset password, and security

guestion / answer.

Procedure

Content and Forms

Log Off
My Accounts
Below ie a liet of your azcounte. Pleass click or the account number you would liks to work with,
Account Number AczountName Service Address Payment Method Duz Date Amount
Mov 30, 0002 50.00

1 —£1000000£008 Joe smiin 886 MAIM 5T SAN DIEGO CA 927101

Log into Customer Care Center (CCC) portal and click to select the account you want to work with.

1.
Navigation
2 -'—WMWW Persoral Data Iy Benk Details Consumpticn History Contact Us Log Off
2. Click the My Personal Data tab My Personal Data,
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Content and Forms

Joe Smith/ §88 MAIN ST SAN DIEGO CA 92101 ~#

Hems marked with an asterisk ( * ) ere required.

Centact Data

Contact Data

Contart Phone Humhers
6198761234

6151234567

E-Kal Address
abcdet@gri.com

¥— cdi

Netification Data

E Mail Addreee : abcdef@ghi.com
Vihen you enrolled, your kil notificafiors were setto 2mail only. If you would liks to change your email preferenzes please click the edit button.
Aczount Name Hecelve Bill Notmcation By

Joe Smith E-Wai: Yesz PaperBil: Yes

L v

3.

To add or edit your contact details, click the Edit button Edt_|in the ContactData section.

Content and Forms

Joe Smith / 888 MAIN ST SAN DIEGO CA 82101 #

Hems marked with an asterisk [ ) ere required.

Centact Data

Contzct Data

When enlering a phune number, enler numbers only . (3151234537)
Contect Phone Humbers
Ared Code / Number Ext Primary Dzlste

: =] -
| - | ]

Fax Number Primary Dzlete
New entry

| - |

“C-Mail Addrezs

Mew entry

[aecaerggnicon

Save Hack

Entzr te emeil addrzzs you wan: all correspondence to be zent to. Changing your primary E-Wai addrezs will not change your User D.

4. To delete an entry, click the Delete check box next to it.
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Content and Forms

Joe Smith/ §88 MAIN ST SAN DIEGO CA 92101 ~#

Hems marked with an asterisk ( * ) ere required.

Centact Data

Contect Data

When enterirg A phnne numher, enter numhers nnly & (R101734577)

Contzct Phone Numbers

Area Cods / Munber Ext Primary Dzlete
[a1z5781234 1= | = [F]
L] L L4
R =
Fax Numbcr Primary Dzlctc
New entry
i I ]

“F-Mail Ardrdress

'ugagféghlcc“ | Cnt=r t1e emeil addre== you wan: all correzpondeice to be sent to. Changing your primary C-Vai addre== will not change your User D.

5 Save Back 2
3. Click the Save button to save the change.

Content and Forms

Joe Smith / 888 MAIN ST SAN DIEGO CA 82101

Centact Data

Ths changee to your addreee data have besn eaved

B — Baxk

6. The system will display a message confirming the address data was changed. Click the Back

Back

button to return to the previous screen.
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Content and Forms

Joe Smith/ 88 MAIN ST SAN DIEGO CA 92101 ~

Hems marked with an asterisk [ * ) ere required.

Ccntact Data

Centact Data

Contart Phone Humhers
6198761234

E-KMal Address
abcdet@gr.com

7 — Edi

Netification Data

E Mail Addreee : abcdef@ghi.com
Vihen you enrolled, your kil notificafiors were setto 2mail only. If you would liks to change your email preferenzes please click the edit button.
Account Hame Hecelve Bill Hotmcation By

Joe Smith E-Mai: ¥

ez PaperBill: ves

7. To edit the data again (for example, to add a new contact phone number entry), click the Edit

button ﬂ

Content and Forms

Joe Smith / 888 MAIN ST SAN DIEGO CA 92101 #

lHems marked with an asterisk [ * ) ere required.

Ceontact Data

Contzct Data

When enlerivg a phune number, enler numbers unly &, (3181234537)

Contect Phone Humbers

Area Cods / Nunber Ext Primary Dzslste

i = 7 , | T =
=

Fax Number Primary Dzlete
Mear entry

- r

“E-Mail Address

ahrdef@ghicnm

Rark

Entzr the emzil addr=ss you wan: all correspondeice to be zent to. Changing your primary E-Wai address will not change your User D.

8. Asrequired, complete/review the following fields:

Field R/O/C Description

New entry R Contact phone number (without any periods, hyphens, or
spaces)
Example:
6191234567
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Maintain Personal
Information on Customer
Care Center

Work Instruction

Content and Forms

Joe Smith / §8& MAIN ST SAN DIEGO CA 92101 =

Hems marked with an asterisk ( * ) ere required.

Centact Data

Contect Data

Wren enterirg a phone number, enter numbers only &. (5181234557)
Contect Phone Numbers

Area Code / Nunber Ext Primary Dzlste

[s122781232 I-[ 1 [w] [

.I'Je entry . - - .
H — ]

Fax Number Primary Dslete

New entry

[ []

“E-Mall Address

_____ Entzr te emeil addr=zs you wan; all corespondeice to be zent to. Changing your primary E-Vai addrezs will not change your User D,

2 Save Back

9. Click the Save button to save the new contact phone number.
If you want to change the e-mail ID that any correspondence from the Public Utilities goes to,

TL¥ enteritin the * E-Mail Address text box. You will see an asterisk on this field because it is a
mandatory field - you must specify an email address.

Content and Forms

Joe Smith / 888 MAIMN ST SAN DIEGO CA 92101

Contact Data

The changes to your address data have been saved

10 — Back

10.  after reviewing the confirmation message, click the Back button ﬂ
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Care Center

Work Instruction

Content and Forms

6188761234

6181234567

E-Mail Address
abedef@ahi.com

Edit

Netification Data

E-Mail Addrese : abedef@ghi.com

VWhen you enrolled, your bill notifications were set to email only, If you would like to change your email preferences please click the edit button.
Account Name Receive Bill Notification By

Joe Smith E-Mai: Yes PaperBil: Yes
11— Edt

Change Password and Security Question { Answer

Password Reset Security Question / Answer Update

Your pazsword must be a minimum of 8 characters and include one uppercaze |etter When you enrolled you were asked to create a Security Question and Answer. To
(A - Z] and two of the following: lovercase (a - z), Arabic numerals (0 through 9) or change your Security Question or Answer enter the information belovy,
special characters, suchas @, % 8, %, & " +

Security Question What iz my favorite fruit?

11. By default, bill notifications are sent to your e-mail address. If you would like to change your
notification preferences, click the Edit button ﬂ

Content and Forms
abcdef@ghi.com

Notification Data

Primary E-Wail Addre=s : abcdef@ghi.com
Account Hame Receive Bill Notification By

Joe Smith gval: || papersm: [ |

12— ] =

Change Password and Security Question / Answer

Password Reset Security Question | Answer Update

Your password must e a minimum of 8 characters and include one uppercase letter When you enrolled you were asked to create a Security Question and Answer. To
(A - Z) and two of the following: lowercase (a - ), Arabic numerals (0 through 8) or change your Security Question or Answer enter the information belowr.
special characters, suchas @, # 8, %, & ", +. - - -
Security Question What is my favorite fruit?
Old Password

Security Answer sssmsm

Moo, N b

12. After updating the bill notification settings, click the Save button .

@ In this example, the bill notification option has been set to both e-mail and paper bill. If you

= do not want to receive paper bills, for example, click the Paper Bill : check box ¥lto
deselect it.
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Maintain Personal
Information on Customer
Care Center

Work Instruction

Content and Forms

Notification Data

Joe Smith / 888 MAIMN ST SAN DIEGO CA 92101

The changes to your profie data have been saved

13— Back

13. after reviewing the confirmation message, click the Back button ﬂ to return to the previous

screen.

Content and Forms

= ~
Edit
Naotification Data
Primary E-Mail Address @ abcdef@ahicom
Account Hame Receive Bill Hotification By
Joe Smith E-Mail: [FZ| Paper gil: [~
Change Password and Security Question / Answer
Password Reset Security Question / Answer Update
Your password must be a minimum of 3 characters and include one uppercase letter  When you enrolled you were asked to create a Security Question and Answer, To
(A - Z) and two of the following: lowercase (a - 2), Arabic numerals (0 through 9) or change your Security Question or Answer enter the information below,
special characters, such as @, # 8§, %, & 7, +. m P - Fes —e
Security Question What iz my favorite frut® 14
0ld Pazzword
SEeCurty Answer snseen
Mew Password
Repeat Password
Update Security
Res=et Password
hd

14.

If you want to reset your password, enter

=

—_—

Password button L___Rese! Passwerd

If you would like to change your security question, click the * Security Question text box.

our old and new passwords, and click the Reset
Refer to the "Forgot Password on Customer Care

Center" document for detailed step-by-step instructions.
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Content and Forms

Edit

Notification Data

Primary E-Mail Address : abcdef@ghi.com
Account Hame Receive Bill Hotification By

Joe Smith E-Mail: [FZ| Paper gil: [~

Change Password and Security Question / Answer

Password Reset

Your password must be a minimum of 8 characters and include one uppercase lstter
(A - Z) and two of the fellowing: lovwwercase (a - z), Arakic numerals (0 through @) or
special characters, suchas @, %, §, %, &, 7, =.

Old Pas=word

Mew Password

Repeat Password

Security Question / Answer Update

When you enrolled you were asked to create a Security Question and Answer. To
change your Security Question or Answer enter the information below,

Security Question What iz my favorite frut® ]—- 16

SECUrity Answer I

Updats Security

15. Asrequired, complete/review the following fields:
Field R/O/C Description
[ Security Question R Question to validate your credentials in specific situations,
such as password reset
Example:
\What is my favorite fruit?
Content and Forms
"~
Edit
Notification Data
Primary E-Mail Addrese : abcdef@ghi.com
Account Name Receive Bill Notification By
Joe smith Etal: [#] Papermin: [T
Save Back
Change Password and Security Question | Answer
Password Reset Security Question / Answer Update
Your password must be a minimum of 8 characters and include one uppercase letter When you enrolled you were asked to create a Security Question and Answer. To
(A - Z) and two of the following: lowercase (a - z), Arabic numerals (0 through %) or change your Security Question or Answer enter the information below.
special characters, suchas @, #,5, %, 8,7, =. ; 5 : =
= 1 Security Question |¥hat is my faverite color |
0ld Password SR ATEIES f— [} 16
New Password =
Repeat Pazzword
Rezet Password
v

16. As required, complete/review the following fields:
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Field R/O/C Description
* Security Answer R Answer to the security question
Example:
[kxkkk
Content and Forms
~
Edit
Notification Data
Primary E-Mail Address : abcdef@ghi.com
Account Name Receive Bill Notification By
Joe smith EMai: [V Papersil: [
Save Back
Change Password and Security Question / Answer
Password Reset Security Question / Answer Update
Your password must be a minimum of & characters and include one uppercase letter When you enrolled you were asked to create a Security Question and Answer. To
(A - Z) and two of the fallowing: lovwsercase (a - z), Arabic numerals (0 through 9) or change your Security Question ar Answer enter the information below.
special characters, suchas @, % 5, %, &7, + ) : - 5 1
: Security Question |V#hat is my favorite color?
Old Faszword | =
Security Answer et
New Password -
epeat Pazsword i
Update Security i 17
Rezst Pasaword
v

17. Click the Update Security button |

Update Security I

Content and Forms

Change Password and Security Question / Answer

Joe Smith / 888 MAIN ST SAN DIEGO CA 92101

Changes to your ascurity qusstion / answer have been saved

18— Back

18.  fter reviewing the message, click the Back button __53%_|
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Care Center

You have successfully updated your personal information on the CCC portal.

Maintain Personal N )

Work Instruction
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